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DI RECTOR OF | NTERNAL AFFAI RS

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative
position, the primary duty of which is the managenent of

adm ni strative investigations in the fire departnment. Wor k
perfornmed by the enployee in this class is of a highly sensitive
and confidential nature. The Director of Internal Affairs

directs the activities of internal affairs division, directs the
wor k of subordi nates who assist in investigations, in addition
to personally conducting investigations, keeps required records
of adm nistrative investigations, and assist in the devel opment
of departnmental policies. The enployee of this class works with
a high level of independence, reporting to and having work
reviewed directly by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Manages the operation of the internal affairs division by
setting goals and objectives for the division. Wites polices
and procedures for the internal affairs division. Assist inthe
devel opnent of policies and procedures for all fire departnment
personnel to verify conpliance with civil service |aws, state,
and federal laws. Meets with fire department division chiefs to
review existing policies for accuracy, to determ ne needed
revisions, and to advise on any changes in the | aws.

Conducts adm nistrative investigations into alleged violations
of departnental policies or civil service laws of fire
department personnel upon request of the Fire Chief or
conplaints fromthe public. Gathers information to determne if
investigation is warranted. Interviews conplai nant and accused
fire departnment menber to obtain facts concerning conplaint and
responses to accusations. Records interview using recording
devi ce and conpletes records and reports for review by the Fire
Chi ef and disciplinary review board including findings of fact
and conclusion reports. Attends civil service board hearings
and testifies as required. Testifies in court when required.

Studies civil service laws, fire enployees’ bill of rights, and
other fire related state and federal laws to keep current with
changes. Attends training and classes on internal affairs
adm ni strative investigations, interview techniques, and
i nterrogations as needed or required.
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Supervises the preparation and nmaintenance of records and
reports needed to docunent the activity of the internal affairs
division including all records on investigations. Personal |y
conpl etes any fornms and records assigned.

Devel ops and maintains the Bossier City Fire Departnent Awards
Program Recommends policies and procedures, devel ops
nom nati on forms, and designs award ri bbons and certificates for
the awards program I nvesti gates, upon request by the Fire
Chi ef, all award nom nation request and determnes if an award
is warranted and what award will be issued. Interviews nom nee
and others to gather information on the neritorious and heroic
acts. Submts award report to Fire Chief for his approval.

Acts as the liaison for the fire departnment enpl oyees and the
Enpl oyee Assistance Program Holds private sessions with fire
depart ment enpl oyees and determ nes if assistance is needed from
t he Enpl oyee Assi stance Program

Pronbtes a positive inmage of the departnent in the daily
performance of duties by interacting with the public, and state
and | ocal agencies. Provides assistance to other public safety
agencies during energencies in order to share information and
data. Answers telephone calls comng in on assigned |lines and
handl es routine matters or transfers caller foll ow ng depart nment
pr ocedur es.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements |listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must nmeet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid driver’s license.

Must present docunmentation indicating, at a mninmum that the
appl i cant has net the mnimm high school graduati on
requi renents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
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i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awarded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must have not less than two (2) years experience in full tinme
fire service positions. Fire service experience nust include
full tinme experience with a paid fire departnent, the primary
duties and responsibilities of which nust have included direct
supervi sion of fire departnment personnel.
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